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Electronic Case Files System
User’s Manual

Getting Started

Introduction

The United States District Court for the Middle District of North Carolina permits
attorneys to file documents with the Court from their own offices over the internet.
Standing Order 34 of March 1, 2005, and the revised Local Rules authorize electronic
filing in conjunction with the Federal Rules of Civil and Criminal Procedure. This User’s
Manual along with the Electronic Case Filing Administrative Policies and Procedures
Manual provides instructions on how to file documents, view documents, and retrieve
docket sheets for cases filed in this court.

This manual provides instructions on how to use the Electronic Filing System to file
documents with the court, or to view and retrieve docket sheets and documents for all

cases assigned to this system. Users should have a working knowledge of Netscape and
Adobe Acrobat.

Help Desk

Contact the Court’s Help Desk between the hours of 8:00 A.M. and 5:00 P. M.,
Monday through Friday, if you need assistance using ECF.

Toll Free Help Desk — Greensboro 1-800-659-2212
ECF System Capabilities

The electronic filing system allows registered participants with Internet accounts
and Netscape software to perform the following functions:

. Open the Court’s web page

. View or download the most recent version of the User’s Manual
. Self-train on a web-based ECF Tutorial
. Practice entering pleadings into ECF using a “training” database

that is similar to the official live ECF database

. Electronically file pleadings and documents in actual (“live”) cases
. View official docket sheets and documents associated with cases
o View various reports for cases that were filed electronically
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Requirements
Hardware and Software Requirements

The hardware and software needed to electronically file, view and retrieve case
documents are the following:

A personal computer running a standard platform such as Windows, Windows 95,
Windows 98, or Macintosh.

Internet service and a compatiable browser (Netscape Navigator 4.6 or 4.7 and IE
5.5 were the only browsers tested on CM/ECF. The CM/ECF technical staff is
currently testing Netscape version 7.02 and Internet Explorer version 6.0 to
certify its compatibility with the Bankruptcy and District CM/ECF systems.
However, there are users currently accessing the system using Netscape Version
7.02 and Internet Explorer version 6.0 with positive results. In either case, the
browser must Be JavaScript-enabled.).

Software to convert documents from a word processor format to portable
document format (PDF). Adobe Acrobat PDF Writer, as well as certain word
processing programs can perform this function. Both Acrobat Writer Version 3.X
and 4.X meet the CM/ECEF filing requirements. The CM/ECF technical staff is
currently testing Version 5 to certify its compatibility with the CM/ECF system.
For viewing documents, not authoring them, only Adobe Acrobat Reader is
needed.

A PDF-compatible word processor like Macintosh or Windows-based versions of
WordPerfect and Word.

A scanner to transmit documents that are not in your word processing system.

PACER Registration

ECF users must have a PACER account with the Court in order to use the Query
and Report features of the ECF system. If you do not have a PACER login,
contact the PACER Service Center to establish an account. You may call the
PACER Service Center at (800) 676-6856 or (210) 301-6440 for information or to
register for an account. Also, you may register for PACER online at
http://pacer.psc.uscourts.gov.
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Registering for Access to ECF

Participants will need to register with the courts to receive a login and password
for the CM/ECF system. Registration forms can be obtained on our web site at
http://www.ncmd.uscourts.gov/cmecf/ or by calling the court.

Completed registration forms should be mailed to:

John S. Brubaker, Clerk

United States District Court
Middle District of North Carolina
Attn: ECF Attorney Registration
Room 401

324 W. Market Street

Greensboro, North Carolina 27401

Once an account has been established, to ensure that the Clerk’s Office has
correctly entered a registering attorney’s Internet e-mail address into the System,
the Clerk’s Office will send the attorney an Internet e-mail message after
assigning the attorney a password.

Registered users can visit a training version of the system on the Internet at
http://ecf-train.ncmd.uscourts.gov to practice ECF activities. We strongly
recommend that registered users practice in the “training” ECF database before
filing documents in the “live” ECF database.

CM/ECF User’s Manual (January 2005) 5 North Carolina Middle District Court




Preparation

Setting Up the Acrobat PDF Reader

Users must set up Adobe’s Acrobat Reader software in order to view documents
that have been electronically filed on the system. All pleadings must be filed in
PDF format. When installing this product, please review and follow Adobe’s
directions to utilize Acrobat Reader after installation.

Portable Document Format (PDF)
Only PDF (Portable Document Format) documents may be filed with the court
using the ECF system. Before sending the file to the court, users should preview
the PDF formatted document to ensure that it appears in its entirety and in the
proper format.
How to View a PDF File

J Start the Adobe Acrobat program.

. Go to the File menu and choose Open.

. Click on the location and file name of the document to be viewed.

. If the designated location is correct, and the file is in PDF format,
Adobe Acrobat Exchange loads the file and displays it on the
screen.

. If the displayed document is larger than the screen or consists of

multiple pages, use the scroll bars to move through the document.

. Click on the View menu for other options for viewing the
displayed document. Choose the option that is most appropriate for
the document.

How to Convert Documents to PDF Format

You must convert all of your documents to PDF format before submitting them to
the Court’s Electronic Case Filing (ECF) system. The conversion process
requires special software such as Adobe Acrobat Writer. WordPerfect versions 9
and 10 have Acrobat Writer built-in and can also be used to convert documents to
PDF.
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Using any word processing program:

. Install Acrobat Writer on your computer
. Open the document to be converted
. Select the [Print] option (generally found in the File menu) and in

the dialog box select the option to change the current printer. A
drop down menu with a list of printer choices is displayed.

. Select Adobe PDFWriter*

. “Print” the file. The file should not actually print out; instead the
option to save the file as a PDF format file appears.

2|

File narme: |EEF M anual pdf Save I
Save as type: IF'DF files [*.PDF] LI Carcel |

Edit Document Infa. [~ iew PDF File

. Make a note of the file location so you can find the document later
when you are ready to upload it. Change the location if necessary
by clicking in the “Save in” area of the window.

. Name the file, giving it the extension .PDF and click the [Save]
button.

Depending on the word processing program being used, it may be necessary to find the
printer selection option elsewhere. At that point, change the printer to Adobe
PDFWriter, and follow the directions above.

*You must have Adobe Acrobat Writer installed on your computer to see these choices
listed.
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Basics

User Interactions

There are three general types of user interactions allowed by the system:

. Entering information in data fields
. Using command buttons to direct system activities
. Mouse-clicking on hyperlinks

Conventions used in this Manual:

. Data to be entered by the user is shown enclosed in angle brackets: <data
to be entered>.

. Command buttons are represented in this manual in [bracketed boldface
type].
. Hyperlinks are represented in underlined boldface type.

Documents Filed In Error

A document incorrectly filed in a case may result from a) posting the wrong PDF
file to a docket entry; b) selecting the wrong document type from the menu; or c)
entering the wrong case number and not discovering the error before completing
the transaction.

To request a correction, telephone:

Civil 336-332-6020
Criminal 336-332-6030
Toll Free Help Desk 1-800-659-2212

as soon as possible after an error is discovered. You will need to provide the case
and document numbers for the document requiring correction. If appropriate, the
court will make an entry indicating that the document was filed in error. If
circumstances warrant, the docket clerk may temporarily reset the link to the
document so that it may only be accessed by court users, not by counsel or
PACER users. You will be advised if you need to re-file the document. The ECF
system does not permit you to change the misfiled document(s) or incorrect
docket entry after the transaction has been accepted.
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Errors Found During Quality Control Process

Clerk’s Office staff to ensure that they were docketed correctly and they comply
with the Federal Rules of Civil Procedure and the Local Rules of our court will
review all documents filed by counsel. If it is determined that a document was
incorrectly filed with this Court, for example, Rule 26(a) disclosures which
should only have been served on an opposing party, a docket event will be made
which will be sent to the parties indicating that the document was filed in error.
The link to the document will be reset so that the document may only be accessed
by court users, not by counsel or PACER users. The original docket entry will
remain. If you file a document in the wrong case, it is your responsibility to refile
it in the correct case.

Viewing Transaction Log

This feature, selected from the Utilities menu allows you to review all
transactions ECF has processed with your login and password. If you believe or
suspect someone is using your login and password without your permission,
change your password immediately, then telephone the Court’s Help Desk (see p.
3) as soon as possible.

User’'s Manual

You can download or view the most recent version of the ECF User’s Manual (in
PDF format) from the District Court’s web page. Enter
http://www.ncmd.uscourts.gov , when the court’s web page opens, click on the
Electronic Case Filing hyperlink.
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A Step-By-Step Guide

Below is a step-by-step guide for entering the system, preparing a document for filing,
filing a motion or application, and displaying a docket sheet. We suggest that you go
through the steps on the training database before trying to actually file a document.

How to Access the System
Users can get into the system via the Internet by going to

http://ecf.ncmd.uscourts.gov

Or, you may go to the Middle District of North Carolina’s Web site at
www.ncmd.uscourts.gov and click on the Electronic Case Filing hyperlink.

Click on Middle District of North Carolina-Document Filing System to open
the login screen and login to ECF.

Users can access the Training Database by going to

http://ecf-train.ncmd.uscourts.qgov

Logging In

The next screen is the login screen.
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ECF/PACER Login

Notice

This is a Restricted Web Site for Official Court Business only. Unauthorized entry is prohibited and
subject to prosecution under Title 18 of the U.S. Code. All activities and access attempts are logged.

Instructions

Enter your ECF login and password for electronic filing capabilities. If yvou do not need filing
capabihbies, enter your PACER logn and password. If you do not have a PACER logn, contact the
PACER Bervice Center to establish an account. You may register online at

http:iipacer psc uscourts. zov or call the PACER Service Center at (300) 676-6856 or (210)
301-6440.

In the future an access fee of §.07 per page, as approved by the Judicial Conference of the United
States at its September 1998 session, will be assessed for access to this service. All inquiries will be
charged to your PACER account. If you do not need fiing capabilhies, enter your PACER logm and
password. The Client code is provided to the PACER user as a means of tracking transactions by
client. This code can be up to thirty two alphanumeric characters long.

Authentication

Login:

Passward:
client code I
Lagin | Clear %

CAKECF has beer lesied and works correctly with Netscape 4.6x and 4.7x

Enter your ECF Login and Password in the appropriate data entry fields. All ECF
login names and passwords are case sensitive. This login will allow you to both
file documents and query for general case information. Please see the section
entitled Query Feature for information about use of a PACER login and password.

Note: Use your ECF login and password if you are entering the system to file a
pleading or to maintain your account. If you only wish to enter ECF to
query the database for case information or to view a document, enter you
PACER login and password. Beginning July 2002 you will be charged a
fee to view ECF case dockets and documents.

Verify that you have entered your ECF login and password correctly. If not, click
on the [Clear] button to erase the Login and Password entries and re-enter the
correct information. After you enter the correct login and password information,
click on the [Login] button to transmit your user information to the ECF system.

o If the ECF system does not recognize your login and password, it will
display the following error message on a new screen.

Login failed either your login name or key is incorrect
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o Click on the [Back] = Bk button in your browser and re-enter your
correct login and password. Once the Main Menu appears, choose from a
list of hyperlinked options on the top bar.

Criminal . Query . Reports . Utilities . Logout

U.8. District Court
Version 1 (RC2) - District of Nebraska

[This facility is for Official Court Business arly. Aciivily to and from this sile is logged. Document filings on this system ars subject lo Federal Rulss of Chvil dure # 11 Bvid af’ tharized

r eriminal ackivity will be forwarded to the a ate law on afficials.
Welcome to the US. District Court for the Version I (RC2) - District of Nebraska Electronic Document Filing System. This page is for the use by o ys and firms pa in the Sfiling
bystem. The mast recent version af the Natscapa browser and the Adobs PDF reader can be abl by the ape/PDF Setlings optian lisled below.

\¥ou should become familiar with the ravigational capabilities af your Nelscape broswer. Maost screen displays in this system are split to provide a small lop frame far Naiscapes. Review Nelscape's
[Fame capability for new ravigation Hps.

Metscape/PDF Settings

VLast login: 01-24-2002 11.49

| 9Septembari 004

Note: The date you last logged into the system appears at the bottom left corner of this
screen. You should review this information each time you login for security
reasons. If you believe your last login date and time are incorrect, or suspect an
unauthorized party is using your login and password, please telephone the court’s
Help Desk (see p. 3) as soon as possible.

Selecting ECF Features

ECF provides the following features that are accessible from the Blue menu bar at the top
of the opening screen.

Civil- Select Civil to electronically file all civil case pleadings, motions, and
other court documents.
Criminal-  Select Criminal to electronically file all criminal case pleadings, motions,
and
Query- Query ECF by specific case number, party name, or nature of suit to
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retrieve documents that are relevant to the case. You must login to
PACER before you can query ECF.

Reports- Choose Reports to retrieve docket sheets and cases-filed reports. You
must login to PACER before you can view an ECF report.

Utilities- View your personal ECF transaction log and maintain personal ECF
account information in the Utilities area of ECF.
Logout- Allows you to exit from ECF and prevents further filing with your

password until the next time you log in.
Civil Events Feature

Registered filers will use the civil feature of ECF to electronically self-file and docket with the
Court a variety of pleadings and other documents for civil cases. See the list of ECF documents
are on our website www.ncmd.uscourts.gov the back of this manual. This section of the manual
describes the basic steps that you need to take in order to file a single motion with the Court.
The process is consistent regardless of the event.

General Rules and Manipulations
Manipulating the screens
Each screen has the following two buttons:

. M clears all characters entered in the box(es) on that screen.

Ne:t| or_=ubmit |accepts the entry just made and displays the
next entry screen, if any.

Correcting a mistake:

4 2 A 4 =2 W@ @ 8 @
Back Forward  Reload Home Search  Metscape Frint Security Stop

Use the = Bask " putton on the Netscape toolbar to go back and correct an entry
made on a previous screen. However, once the document is transmitted to the
court, only the court can make changes or corrections.

Signatures; Affidavits of Service

Documents which must contain original signatures or which require either
verification or an unsworn declaration under any rule or statute, shall be filed
electronically with originally executed copies maintained by the filer. The filing
party shall scan the original affidavit, then electronically file it on the System. See
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the Electronic Case Filing Administrative Policies and Procedures Manual page 9
for signature restrictions.

In the case of a stipulation or other document to be signed by two or more
persons, the following procedure should be used:

() The filing party or attorney shall initially confirm that the content of
the document is acceptable to all persons required to sign the document
and shall obtain the physical signatures of all parties on the document.

(b) The filing party or attorney then shall file the document electronically,
indicating the signatories, e.g., “s/Jane Doe,” *“s/John Doe,” etc.

(c) If the filing party or an attorney believes a document with original
signatures has intrinsic value, the attorney shall retain the original
document until two (2) years after the expiration of the time for filing a
timely appeal of a final judgment or decree, or after receipt by the Clerk of
Court an order terminating the action on appeal.

(d) A non-filing signatory or party who disputes the authenticity of an
electronically filed document containing multiple signatures or the

authenticity of the signatures themselves must file an objection to the
document within ten days of receiving the Notice of Electronic Filing.

Filing a Civil Complaint

Please see the Electronic Case Filing Administrative Policies and Procedures Manual for
details on filing a new complaint.

The Court will accept complaints sent by e-mail, sent by U. S. Mail, or delivered in
person to the Clerk's office. If you e-mail your complaint, it must be in PDF format and
sent to one of the following addresses:

newcases@ncmd.uscourts.gov

Present the Clerk’s office with a Civil Cover Sheet (JS-44c), summons and the complaint
which lists the case party information and along with the filing fee, OR e-mail the civil
cover sheet, complaint and summons. New cases are deemed filed the day the Clerk’s
Office receives the complaint and any required filing fee.

Filing Documents for Civil Cases
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There are eight basic steps involved in filing a document:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed;

3) Designate the party(s) filing the document;

4) Specify the PDF file name and location for the document to be filed.
5) Add attachments, if any, to the document being filed.

6) Modify docket text as necessary

7) Submit the pleading to ECF

8) Receive notification of electronic filing
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After successfully logging into ECF, follow these steps to file a pleading.

3
al * Query * Reports * Utilities * Logout o_

!H

1. Select the type of document to file.

Select Civil from the blue menu bar at the top of the ECF screen. The Civil Event
window opens displaying all of the events from which you may choose for your
filing. This section of the User's Manual describes the process for filing a Motion in
ECF. The process is similar for filing other pleadings in ECF.

Click on Motions, under Motions and Related Filings

EEC F Criminal

Civil Events
Initial Pleadings and Service {Jther Filings
Complant: and Other Intiatine Documents ADE. Documents
mernce of Process Hotices
Answers to Complants Tral Documents
Other Answers Appeal Documents

Other Docurments

MMotions and Related Filings
Iotions
Fesponses and Eeplies

The Motions screen appears and displays a motion selection field with a scroll bar

next to it. Scroll through the menu until you find the type of motion or application
you wish to file.
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Criminal

Motions

Leave =]

Miscellaneous Relief
Meny Trial

Fermanent Injunction
‘P rnz&r‘n inary Injunction
Proceed In Forma FPauperis

Protective Order

Reassign Case =

Mext Clear |

For demonstration purposes, highlight Preliminary Injunction and click on [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click on Next].

Criminal Query Reports

Motions

Case Number

|I3'3- 101 0017345, 1:90_¢v-12345, 1-09_0v- 12345, Mevl2345, or 1:90cv1 2345

Mext | Clear |

e If the number is entered incorrectly, click M to re-enter. If the computer

Back

prompts that you entered an invalid case number, click on to re-enter.

e \When the case number is correct, click on Next
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3. Designate the party(s) filing the document .

Criminal Query

Motions

00-cw-00101 Solich v. Stoops

If the name of the filer does not appear helow click on Add/Create New Party.

Select the Party:

Frank Solich [Plaintiffl =] AddiCreate New Party

Bob Stoops [Defendant]

Mext| _Clear &

Highlight the name of the party or parties for whom you are filing the motion. If you
represent all defendants or all plaintiffs you may select the entire group by holding down
the control key while pointing and clicking on each party of the group

After highlighting the parties to the motion, click on the [Next] button.

Note: All parties should have been added to the case when it was opened. If your party
does not appear, double check to make sure you are filing in the correct case. See the
section of this manual titled Add/Create New Party for more information.

4. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.
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Criminal

Motions
B00-cw-00101 Solich v. Stoops

=elect th;[pdf document (for example: CA129cwd01-21 pdf).

Filename

Ii Browse... |
Attachments to Document: & o & Ves

Mext | Clear |

e Click on the [Browse] button. ECF opens the following screen.

Lookin: | =3 POF Fies ] =i

Fil= narme: | Open

Filez af wpe: IHTML File= j Cancel |
=l

A
e Change the Files of type from:

Files of twpe: IHTML Filez

to:
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T
Filez of lype:

e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click on the highlighted file name to open a quick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. You should view it to verify that it is the correct

document.
File Upload
Look in: Ia PDF Files j

...................................................

{00c1 01 mation

Select

Print lg

Bfl AddtoZip

e Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button. ECF closes the File Upload screen and inserts the PDF file name
and location in the Motions screen.
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Criminal

Motions
S00-cw-00101 Solich v. Stoops

welect the pdf document (for example: CA19%9cv201-21 pdb).

Filename

IC:"-.H'_E,F DocumentshPDF Files4OOcwlOlmo ! Browse...

Attachments to Document: & o & Ves

Mext Clear

%

e If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “Modifying Docket Text,” to proceed with your
filing.

e |fyou have Attachments to your motion, you will select ['Yes] on the screen depicted
above. Each exhibit to a motion, response or reply should be a separate attachment.
Click on [Next] and proceed to the first step in Section 5, “Adding Attachments to
Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.

Query * Reports * Utilities

N\

Motions
1-01-04011-PLEF DEWITEIA BEICE et al v, AELENE ACEEEIMAN et al

EEEOER: Document is not a well-formed PDF document (no further mformation 1z available).
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e ECF will not permit you to select a file for your pleading that is not in PDF format.

e Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

ecf-train.ned uscourts_ gov - [JavaScript Application]

& Mate: ¥ou have not selected a docurnent.

e If you click [OK] from the screen depicted above ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.

5. Add attachments to documents being filed.

Remember that each exhibit to a motion, response or reply should be a separate
attachment.

NOTE: Please see Section K of the Electronic Case Filing Administrative Policies and
Procedures Manual for instructions on how to submit Proposed Orders for the Court’s
approval. All proposed orders must be submitted in a format compatible with
WordPerfect, which is a “Save As” option in most word processing software.

If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen appears.
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E C F Civil Criminal . Query . Reports . Utilities . Logout
Motions
2:00-cv-00101 Solich v, Stoops

Select one or more attachments.
1% Enter the pdf document that contains attachment (for example: Clappendo pdf).

Filename

I Browse... |

21 At your option, select a document type andfor enter a description.

Type Description
| =

3 Add the filename to the Lst b&; below. If yvou have more attachments, go back to Step 1. When the lst of filenames 12 complete, click on the Mext button.

Add to List |

Remaove fram List
o |

Mext |

e Click on [Browse] to search for the document file name of the attachment.

e Nextto the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a clear
and concise description of the attachment. Your filing will be considered deficient
if you do not perform this task.

e Click on [Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

Select one or more attachments.
1) Enter the pdf document that contams attachment (for example: Clappendu pdf).
Til

< IC:\My Documentsireclassify guidelin Brbwse... |

2) At your ophion, select a document type andfor enter a description

Description

) Add the filename to the lst box below. If you have more attachments, go back to Step 1. When the Lst of flenames 15 complete, click on the Next button.

( C:AMy Documentsireclassify_guideline_wo_summons. pdf Add ta List |
Remave fram List |
|

Mext |
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e Repeat the sequence for each additional attachment.
e After adding all of the desired PDF documents as attachments, click on [Next].
6. When attachments and exhibits are in paper format.

All attachments or exhibits in paper form should be scanned using a scanner and
appropriate software for the creation of files in PDF format when possible. Exhibits
may be scanned into one or more files (each less than 2 MB in size) and attached for
e-filing using the procedure outlined above.

Tip: Be sure your scanner is set to black and white for text (unless it is a
document that must be filed in color) and is set at a low image resolution,
before scanning documents. The Clerk’s Office is using a scanner resolution
of 200 x 200 in black and white mode.

Attachments or exhibits that cannot be scanned for e-filing may be submitted to the
Clerk’s Office in paper format. Attorneys may present paper filings using the
following method:

E-file a pleading indicating that certain attachments have not been scanned and will
be, instead, filed with the clerk. Print the resulting Notice of Electronic Filing (NEF),
attach it to the paper exhibits, and submit it to the clerk. Paper attachments submitted
in this manner will be considered filed as part of the e-filed pleading.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

7. Modify docket text.

Criminal D Query D Reports * utilities

Motions
Z:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.

|“ =] MOTION for Preliminary Injunction | on hehalf of Plaintiff Frank
Solich {attorney2, )

M Clear |
5
Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.
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‘ C F Civil - Criminal . Query . Reports . utilities
Motions
B:00-cw-00101 Solich v. Stoops

Docket Text: Modify as Appropriate.
=] MOTION for Preliminary Injunction | on hehalf of Plaintiff Frank

=1)

4

First

Third
J{Fourth
Fifth

Sixth
Seventh
Eighth
Mlirith

Tenth
Amended
Consent
Counter
Cross
Emergency
Endorsed
Ex Parte
Final
Interim -

Click in the open text area to type additional text for the description of the pleading.

:
Motions
B:00-cw-00101 Solich v. Stoops

Criminal Utilities

Query Reports

Docket Text: Modify as Appropriate.

ISecond 'l MOTION for Preliminary Injunction I‘:C‘ cease and desist frow | on hehalf of Plaintiff Frank
Solich (attorney2, )

Mext | Clear |

8. Submit the pleading.

e Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.

e Review the docket text and correct any errors. If you need to modify data on a

]

previous screen, click the © Eask “button on the Netscape toolbar to find the screen
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you wish to alter.

Criminal . Query . Reports . Utilities

S.00-cv-00101 Solichy. Stoops

Docket Text: Final Text
Third MOTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf
of Plaintiff Frank Solich (Pleiss, Luta)

Attention!! Pressing the NEXT button on this screen commits this transaction. You will have no further opportunity
to modify this transaction if you continue.

il Clear |

e Click on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.
At any time prior to this step, you can abort the ECF filing or return to previous screens

by:
e clicking on any hyperlink on the Blue ECF menu bar to abort the current

transaction. ECF will reset to the beginning of the process you just selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.

9. Notice of Electronic Filing.

ECF opens a new Motions window displaying an ECF filing receipt.
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Criminal . Query . Reports . Utilities . Logout ?

8:.00-cv-00101 Sclich v, Stoops

Motice of Electronc Filing
The following transaction was recewved from Bobby Donnell on 2/7/2002 at 8:22 PM C5T

Case Name: Solich v, Stoops
Case Number: 200-cw-00101
Document Mumber: 2

[Docket Text:
Third MOTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf of Plamtiff Frank Solich (Pleiss, Luta)

The following document(s) are associated with this transaction;

[Document description: 1lain Document

Original filename: C: WD O S DesktopCofC pdf

[Electronic document Stamp:

[STAWP deectStamnp ID=1002743010 [Date=2/7/2002] [FileMNumber=56243-0]
Scabcaf55e74eceb 9290886 c8elccdadad 1£62d76£2f832e21204010c1c801 1c24 dal
cb9ac271fe07806426c2a77dd65992d891a699512144c 52609088064 54]]

8:00-cv-00101 Notice will be electronically mailed to:
8:00-cv-00101 Notice will not he electronically mailed to:
[Eobby Donnell

[DONNELL, YOUNG LAW FIRM

[72 Beacon Streen
[Boston, MA 02108

e The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.

e Select [Print] on the Netscape Toolbar to print the document receipt.

e Select [FEile] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urges you to copy it to a file on your computer hard-drive, print it, and
retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the
filer’s responsibility to serve hard copies of the pleading and the Notice of
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Electronic Filing to attorneys and parties who are not set up for electronic
notification.

E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Individuals who receive electronic notification of the filing are permitted
one "free look” at the document by clicking on the associated hyperlinked document
number embedded in the Notice of Electronic Filing. The filer is permitted one free
look at the document when they receive their Notice of Electronic Filing for that filing.
(It is suggested that you note the document number assigned on your copy of the PDF
file residing on your hard drive.) The Court strongly urges you to copy the Notice of
Electronic Filing and pleading documents to your hard-drive for future access.
Subsequent retrieval of the case docket sheet and pleading from CM/ECF must be made
through your PACER account and is subject to regular PACER fees.

Note: It is the responsibility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se parties who have indicated they do not have E-
mail accounts.
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Criminal Events Feature

Filing Documents for Criminal Cases

There are nine basic steps involved in filing a criminal document:

1) Select the type of document to file (see Attorney Event Menu);

2) Enter the case number in which the document is to be filed;

3) Designate the defendant that the filing relates to;

4) Verify that the case number and caption are correct.

5) Designate the party(s) filing the document;

6) Specify the PDF file name and location for the document to be filed.
7) Add attachments, if any, to the document being filed.

8) Modify docket text as necessary

9) Submit the pleading to ECF

10) Receive notification of electronic filing
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After successfully logging into ECF, follow these steps to file a pleading.

3
pry * Reports * Utilities . Logout o_

1. Select the type of document to file.
Select Criminal from the blue menu bar at the top of the ECF screen. The Criminal
Event window opens displaying all of the events from which you may choose for
your filing. This section of the User's Manual describes the process for filing a
Motion in ECF. The process is similar for filing other pleadings in ECF.

!H

Click on Motions, under Motions and Related Filings

Criminal

Criminal Events

Charging Instruments and Pleas
Flea-Related Docurnents

Motions and Related Filings
Iotions

Cither Filings
Warvers
Service of Process
Motices
Trial Documents
Appeal Documents to USCA
iOther Documents

The Motions screen appears and displays a motion selection field with a scroll bar
next to it. Scroll through the menu until you find the type of motion or application
you wish to file.
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Criminal

Motions

Sever ﬂ

Strike

Substitute Attnrnei

“acate

Yacate [2258)

Withdraw Document —I
Withdraw Plea of Guilty |

Mext | Clear |

For demonstration purposes, highlight Suppress and click on [Next].

Note: To select more than one motion, press and hold down the Ctrl key, and click on
each of the desired multiple forms of relief.

2. Enter the case number in which the document is to be filed.
A new Motions screen opens with a Case Number field. Enter the number of the case
for which you are filing a motion and click on [Next].

Criminal Query

Motions

Case Humber

"32 —-100 00.12345, 1.99-0w-12345 1-00-cvw-12345, M0ew]12345, or 1:.990v] 2345

Mext | Clear

Note: if the case number you are working on is 1:00cr101, you could enter the case
number in any of the following formats:

02-100

02cr100

1:02-cr-100

1-02-cr-100

1:02cr100
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e If the number is entered incorrectly, click [Clear] to re-enter. If the computer
prompts that you entered an invalid case number, click on [Back] to re-enter.
e When the case number is correct, click on [Next]

3. Designate the defendant(s) that the filing relates to.

Criminal

Motions
welact defendants

[ 8-02-cr-100-1 - Butch Cassidy
M 8-02-cr-100-2 - Sundance Eid

¥ Al defendarnts
Mext | Clear

Click in the boxes to place a check next to each defendant’s name that this filing
relates to. If it relates to all defendants in the case, check the box for “All

Defendants” and leave the other boxes unchecked. When finished selecting
defendants click on [Next].

4. Verifi the case number and caition are correct.

Motions

Click next if case numhber and caption are correct.

B 02-cr-00100 T A v Cazsidy et al

Mext | Clear |

Click e |
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5. Designate the party(s) filing the document .

Criminal

Motions
COURT USE ONLY: If the attorney name does not appear below click m

CIVIL CASES ONLY: If the name of the filer does not appear below clic]

Select the Party:

] laintiff]
Butch Cassidy (1) [Defendant]
sundance Kid ) [Defendant]

Mext | Clear |

Highlight the name of the party or parties filing the motion. Click on the [Next] button.

6. Specify the PDF file name and location for the document to be filed.

ECF accepts the party or parties you selected and refreshes the screen to display a new
Motions screen depicted below. ECF displays a field for locating and entering the PDF
file of the document (pleading) you are filing in ECF.

Note: It is imperative that you attach an electronic copy of the actual pleading when
prompted by the system. All documents that you intend to file in ECF MUST
reside in PDF format. Otherwise, ECF will not accept the document and users
will be unable to retrieve and read your document from within ECF.
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Criminal

Motions
8:02-cr-00100 U3A v. Cassidy et al

Select the pdf document (for example: CA199cw501-21 pdf).

Filename

[ Browse... |

Attachments to Document: * Mo  Yes

Mext | Clear |

e Click on the [Browse] button. ECF opens the following screen.

Lock ife | =3l PDF Fies =l ﬁl

File name: | Open I
Filez of wpe: IHTI'-.-1L Files j Cancel |

v

e Change the Files of type from:

Files of type:  [HTML Files =l
to:

T
Filez of lype:
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e Navigate to the appropriate directory and file name to select the PDF document
you wish to file.

e Highlight the file to upload to ECF.

Note: In order to verify that you have selected the correct document, right mouse
click on the highlighted file name to open a quick menu and left mouse click
on [open]. Adobe Acrobat or Acrobat Reader will launch and open the PDF
document that you selected. You should view it to verify that it is the correct
document.

File Upload
Lack in: | {4 PDF files -

' cassid IRl colect

9’ Print
Li L.

e Once you have verified the document is correct, close Adobe Acrobat and click on
the [Open] button in the lower right corner of the File Upload window. ECF closes
the File Upload screen and inserts the PDF file name and location in the Motions
screen.

Criminal

Motions
&:02-cr-00100 US4 v, Cassdy et al

Select the pdf document (for example: CA199cws01-21 pdf).

Filename

CiyMy Docurmentsy PDF fileshcassidy-m Browse... |

Attachments to Document: & Mo © Yes

Mext Clear |
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e If there are no attachments to the motion, click on [Next]. A new Motions
window opens. Go to Section 6, “Modifying Docket Text,” to proceed with your
filing.

e |Ifyou have Attachments to your motion, you will select ['Yes] on the screen depicted
above. Each exhibit to a motion, response or reply should be a separate attachment.
Click on [Next] and proceed to the first step in Section 5, “Adding Attachments to
Documents Being Filed”.

In the event you selected and highlighted a file that is not in PDF format, ECF will
display the following error message after you click on the [Next] button.

Civzil . Query . Reports . Utilities

Motions
1-01-04011-PLF DEMWITEIA RICE et al v. ARLENE ACKERMAL et al

< EEE.CE: Document 15 not a well-formed PDF decument (no further information 15 avalable).

O\

e ECF will not permit you to select a file for your pleading that is not in PDF format.

e Click on the [Back] button and ECF will return to the Motions screen. Select and
highlight the PDF file of your pleading and proceed as before.

Failure to Select A Document to File

If you fail to select a document to file with your pleading, ECF will display the error
message depicted below.

eci-train_ned.uzcourtz_gov - [JavaScript Application] [E3

& Mate: “fou have not selected a docurment,

e If you click [OK] from the screen depicted above ECF will return you to the
Motions screen. You cannot proceed without attaching a PDF document.

7. Add attachments to documents being filed.

Remember each exhibit to a motion, response or reply should be a separate attachment.
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If you acknowledged the need to attach documents to your motion during the previous
step, a new Motions screen appears.

E C F Civil Criminal . Query . Reports . Utilities . Logout
Motions
2:00-cv-00101 Solich v, Stoops

Select one or more attachments.
1% Enter the pdf document that contains attachment (for example: Clappendo pdf).

Filename

I Browse... |

21 At your option, select a document type andfor enter a description.

Type Description
| =

3 Add the filename to the Lst b&; below. If yvou have more attachments, go back to Step 1. When the lst of filenames 12 complete, click on the Mext button.

Add to List |

Remaove fram List
o |

Mext |

e Click on [Browse] to search for the document file name of the attachment.

e Nextto the field for attachment Type, click on the arrow and ECF opens a pulldown
screen. Highlight the type of attachment from the displayed selection.

e To describe the attachment more fully, click in the Description box and type a clear
and concise description of the attachment. Your filing will be considered deficient
if you do not perform this task.

e Click on [Add to List].

ECF adds the selected document as an attachment to the pleading. A new Motions
screen opens to display the file name of the newly attached document.

Select one or more attachments.

1) Enter the pdf document that contams attachment (for example: Clappendu pdf).

Til
< IC:\My Documentsireclassify guidelin Brbwse... |

2) At your ophion, select a document type andfor enter a description

Description

) Add the filename to the lst box below. If you have more attachments, go back to Step 1. When the Lst of flenames 15 complete, click on the Next button.

( C:AMy Documentsireclassify_guideline_wo_summons. pdf Add ta List |
Remave fram List |
|
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e Repeat the sequence for each additional attachment.
e After adding all of the desired PDF documents as attachments, click on [Next].
8. When attachments and exhibits are in paper format

All attachments or exhibits in paper form should be scanned using a scanner and
appropriate software for the creation of files in PDF format when possible. Exhibits
may be scanned into one or more files (each less than 2 MB in size) and attached for
e-filing using the procedure outlined above.

Tip: Be sure your scanner is set to black and white for text (unless it is a
document that must be filed in color) and is set at a low image resolution,
before scanning documents. The Clerk’s Office is using a scanner resolution
of 200 x 200 in black and white mode.

Attachments or exhibits that cannot be scanned for e-filing may be submitted to the
Clerk’s Office in paper format. Attorneys may present paper filings using the
following method:

E-file a pleading indicating that certain attachments have not been scanned and will
be, instead, filed with the clerk. Print the resulting Notice of Electronic Filing (NEF),
attach it to the paper exhibits, and submit it to the clerk. Paper attachments submitted
in this manner will be considered filed as part of the e-filed pleading.

Note: For moderate length paper attachments, consider dividing them into two or
more smaller attachments, scanning, and filing them electronically.

9. Modify docket text.

Criminal . Query . Reports o Utilities

Motions
F02-cr-00100 TZA v Cassidy et al

Docket Text: Modify as Appropriate.

IW 'I MOTION toguppress | by Attorney Luta K. Pleiss as to defendant(s) Butch
Cassidy , Sundance Kid . (Pleiss, Xuta)

Mext | Clear |

Click on the button shown here to open a modifier drop-down list. Select a modifier
if appropriate.
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Criminal

Query Reports
Motions

Utilities
B:02-cr-00100 T34 wv. Cassidy et al
Docket Text: Modify as Appropriate.
I h l MOTION to Suppress | by Attorney Luta K. Pleiss as to defendant(s) Butch
ce Kid . (Fleiss, Luta
Amended ke )

Ex Parte
Final

Interim

Joint
Supplemental

Click in the open text area to type additional text for the description of the pleading.

Criminal

Query

Reports utilities
Motions

F:02-cr-00100 TTEA w. Cassidy et al

Docket Text: Modify as Appropriate.

IAmended 'l MOTIOIN to Suppress |EVidEHCE retrieved from D hy Attorney Luta K. Pleiss as to defendant(s) Butch
Cassidy , Sundance Eid . (Pleiss, Luta)

Nextl Clearl

10. Submit the pleading.

Click on the [Next] button. A new Motions window appears with the complete text
for the docket report.

e Review the docket text and correct any errors. If you need to modify data on a
previous screen, click the " Bask “putton on the Netscape toolbar to find the screen
you wish to alter.
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Criminal . Query . Reports . utilities

Motions
2:02-cr-00100 TS A v Cassidy et al

Docket Text: Final Text

Amended MOTION to Suppress Evidence reirieved from Defendant's car by Attorney Luta K. Pleiss as to defendant(s) Butch
Cassidy, Sundance Kid. (Pleiss, Luta)

Attention!! Pressing the WEXT hutton on this screen commits this transaction. You will have no further opportunity to modify this
transaction if you continue.

Clear |

e Click on the [Next] button to file and docket the pleading.

Note: The screen depicted above contains the following warning.

Pressing the NEXT button on this screen commits this transaction. You will have
no further opportunity to modify this transaction if you continue.

At any time prior to this step, you can abort the ECF filing or return to previous screens

by:
e clicking on any hyperlink on the Blue ECF menu bar to abort the current
transaction. ECF will reset to the beginning of the process you just selected.

e clicking on the Web Browser [Back] button until you return to the desired
screen.
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11. Notice of Electronic Filing
ECF opens a new Motions window displaying an ECF filing receipt.

Criminal . Query . Reports . Utilities . Logout

8:.00-cv-00101 Solich v, Stoops

Motice of Electronic Filing
[The following transaction was recewved from Bobby Donnell on 2/7/2002 at 8:22 PW C5T

Case Name: Solich v. Stoops
Case Number: 2:00-cw-00101
Document Number: 2

[Docket Text:
Third MOTION for Preliminary Injunction to cease and desist by Attorney Bobby Donnell on behalf of Plantff Frank Solich (Pleiss, Luta)

The following document(s) are associated with this transaction:

[Document description: {ain Document

Original filename: C. WD S Desktop/CofC pdf

[Electronic document Stamp:

[STAWP deecfStamp ID=1002743010 [Date=2/7/2002] [FileMNumber=56243-0] [
Scabcaf55e74eceb 9290 886cBelccdadfad 1F62d76£2f832e21204010c1c801 1c24da8
cb9ac271fe07806426c2a77dd65992d891a699512144c 52609088064 54]]

B:00-cv-00101 Notice will he electronically mailed to:
8:00-cv-00101 Notice will not he electronically mailed to:
[Eobby Domnell

[DONNELL, TOUNG LAW FIRM

[72 Beacon Streen
[Boston, A 02108

e The screen depicted above provides confirmation that ECF has registered your
transaction and the pleading is now an official court document. It also displays
the date and time of your transaction and the number that was assigned to your
document. You should note this number on the document’s PDF file.

e Select [Print] on the Netscape Toolbar to print the document receipt.

e Select [Eile] on the Netscape menu bar, and choose Save Frame As...from the
drop-down window to save the receipt to a file on the hard drive of your
computer.

Note: The Notice of Electronic Filing represents your Certificate of Service. The
Court strongly urges you to copy it to a file on your computer hard-drive, print it, and
retain a hard copy in your personal files.

e ECF will electronically transmit the Notice of Electronic Filing to the
attorneys and parties to the case who have supplied their E-mail addresses to
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the Court. The ECF filing report also displays the names and addresses of
individuals who will not be electronically notified of the filing. It is the
filer’s responsibility to serve hard copies of the pleading and the Notice of
Electronic Filing to attorneys and parties who are not set up for electronic
notification.

E-Mail Notification of Documents That Were Filed

After a pleading is electronically filed, the ECF System sends a Notice of Electronic
Filing to the designated attorneys and parties who have supplied their E-mail addresses
to the Court. Only attorneys of record in the case are able to view pleadings in
Criminal cases via the internet. Attorneys in multi-defendant cases can only view,
via the internet, those filings which relate directly to the party they represent. All
other pleadings may be viewed at the courthouse. Individuals who receive electronic
notification of the filing are permitted one "free look™ at the document by clicking on the
associated hyperlinked document number embedded in the Notice of Electronic Filing.
The filer is permitted one free look at the document. The Court strongly urges you to
copy the Notice of Electronic Filing and pleading documents to your hard-drive for
future access. Subsequent retrieval of the case docket sheet and pleading from CM/ECF
must be made through your PACER account and is subject to regular PACER fees.

Note: It is the responsibility of filers to send hard copies of the pleading and Notice of
Electronic Filing to attorneys and pro se parties who have indicated they do not have E-
mail accounts.

Add/Create a New Party

In rare cases you may need to add a party to the ECF system. If the party you represent is
not listed in the “Select a Party” screen, click on Add/Create New Party. The screen

depicted below will appear.

EEC F Civil *

Search for a party

Last/Business name ||

Search | Clearl
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You must first perform a search to see if your party has already been entered in the ECF
system. Type the first few letters of the party’s last name for an individual or the first
few letters of the company name. Although system searches are not case sensitive, this
district requires that all new parties be added in UPPER CASE format. Click[Search].

Note: Before adding a party, check your case number to ensure that you are
working in the correct case. Then, thoroughly search for the party’s last name or
the company’s name before adding a new record to the database.

Example of an incorrect search parameter:  THE NORTH CAROLINA BAR
Example of a correct search parameter: NORTH CAROLINA BAR

If a match is found, ECF will display a list of party names. If the name of the party you
represent appears in the list, click on it and then click [Select name from list]. Review
the party information and select the party’s role in this filing. Click [Submit].

If a match is not found, or your party does not appear in the list, click [Create new
party].

NOTE: Incorrectly added parties will be periodically updated by the
systems administrator but may appear on your pick-list from time to time.
Always choose an existing party that is properly formatted over one that was
added incorrectly when presented with a list of possible matches.

Correct Example: JOHN W SMITH JR
Incorrect Example: John W. Smith, Jr.

ECF displays the following screen.
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Criminal Query

Party Information 2/%/2002
Last name [Smith First name |
Middle name | Generation |  Tide |
SSN [ mrinaza TaxID |
Role [Defendant (dft pty) ~| Prose [no =]
Office | Address 1 |
Address2 | Address 3 |
City | State [ Zip |
County | =] Coumntry |
Phone | Fax |
E-mail |
Party text |
Start date  [2/9/2002
Submit | Cancel | Clear |

e For a company, enter the entire company name in the Last Name field. Choose the
appropriate Role from the drop down list. Click [Submit].

e For an individual, fill out the Last Name, First Name, Middle Name, Generation
and Title fields as appropriate. Choose the appropriate Role from the drop down list.
Click [Submit].

e Leave all other fields blank.

Use the "Party text" field to add additional information to describe your party.
Information added to this field is case specific and will not be transferred to all cases in
the system using that particular party name.
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Example:
Last Name Field
Party Text Field

ABC CORPORATION
A NORTH CARROLINA
CORPORATION

First Name Field = JOHN
Middle Name Field = H

Last Name Field = SMITH
Party Text Field = WARDEN

Modifying Party Roles

It is important that the user select the correct party role when adding a new party. The
system defaults to "defendant (dft:pty)", and it is up to the user to change this designation
when applicable.

To change the "Role" field, click the down arrow and either use the mouse and the scroll
bar or the keyboard to move through the options until the correct party role is found.
Selections are in alphabetical order.

Party Information
Last name |SMITH First name I_
Middle name I Generation I_
Role | Defendant (dit phy) L ivl
e R T
Prisoner Id | Consol Third Party Flaintiff (con3pl:pty)
Counter Claimant co:phy)
Unit | Counter Defendant {cd:pty)
Address 2 Creditar (crpt

Cross Claimant (cro:ph
Cross Defendant (crd:phy)
Custodian (custphy
Debtar-in-Fossess (dhposp
Detendant [dit:phy)
Garnishee [garpty)
. | In Re {inre:pty)
E-mail |qierosteq Party (ip:pty)

Partv text Interpleader (intpl:pty)

City
County
Phone

Intersenar (intw: oty
Start date Intervenar Defendant (inted:phy)
Intereanor Plaintiff finten nbad
Subknit I Cancal I Clear I

Once selected, the
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party type will appear in the "Role" field as shown below:

Party Information
Last name |SMITH First name ‘
LMiddle name | (Generation ‘

Role § Defendant (cftpt) _’!—:) j

Linking Documents (Refer to existing event)
Some pleadings such as Briefs and Indexes should be “linked” to their related documents
in the case. When filing these and certain other types of documents you will be presented

with the following screen.

Other Documents

" Refer to existing event(s)?

Mext | Clear |

An “event” in CM/ECF is anything that has been filed in a case. To link the document
you are currently filing to a previously filed document, check the box in front of “Refer

to existing event(s)?” and click [Next].
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Other Documents

Select the category o which your event relates.

Type i<
adr
ANswer

appeal
appeal-cr
charge-cr

cja

Cmp
detention-cr
discov -

Filed | to |

Documents I to I

Mext | Clear |

This screen requires that you filter the list of documents in the case by the type of
document that you want to link to. The type list appears in alphabetical order. Document
types in this list are the same as the types listed in the main filing menu. For example, to
link to a Brief, you would choose the type “Oth_Doc” because Brief appears in the
“Other Documents” section of the main menu. You must choose a type on this screen.
You also have the option of entering filed dates or document numbers if you would like
to further narrow your search.

Once you select the type of document and click [Next] you are presented with a list of

documents that match your search criteria. For this example we have selected Motion as
the type.
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Criminal Query

Other Documents

Select the appropriate event(s) to whick your event relates.

W 0501/2002 2 MOTION for Preliminary Inunction by Attorney guestaty on behalf of Defendant
Bob Stoops (guestaty,

O 0501/2002 3 MOTION for Extension of Time by Attorney guestaty on behalf of Defendant Bob
Stoops (guestaty,

Mext | Clear |

Click the checkbox for the document you wish to link to and click [Next]. You must link
at least one document from the list. If you have arrived at this screen in error, click the
[Back] browser and remove the check from the checkbox before the question “Refer to
existing event(s)?””. You will then be able to continue moving through the event without
linking to a document.

Note: Many events offer users the ability to link to other documents in a case.
When applicable, attorneys are encouraged to use this option as the linked
records aid the judges and court staff when reviewing the case record.
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Query Feature

Registered participants should use this feature to query the Electronic Case Filing (ECF) system for
specific case information. To enter the Query mode, click on Query from the Blue menu bar of
ECF.

EECF Civil + Criminal . Reports Utilities + Logout o

ECF opens the PACER Login screen. You must enter your PACER login and password before
ECF permits you to query the ECF database.

Note: Your PACER login and password are different from your ECF login and password. You
must have a PACER account in order to retrieve, view, and print certain documents.
Beginning July 2002, you will be charged a fee of $.08 per page to access documents, docket
sheets, etc. from ECF.

After you enter your PACER login and password, ECF opens a Query data entry screen as depicted
below. If you know the number that the Court has assigned to the case, enter it in the Case Number
field and click on the [Run Query] button. ECF opens the query screen depicted in Figure B on the
next page.
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EE F Civil »+ Criminal + Query + Reports -« Utilities + Logout

Query

Search Clues

Cage Mumber |IZIIZI—1IZI1 (Examples: 99-500, 1:99cv600) Def Mumber I

or search by

Filed Date | to ]
Last Entry Date | tnl
. 0 (zerg) :l
Mature of Suit 110 (Insurance)
120 (Contract Marine) hd

ar search by

Last Mame | (Examples: Desoto, Des™)

First Mame | Middle Mame

Type I vI

Fun Cluery | Clearl

You may query the ECF database by the name of a party or an attorney to the case. Enter the last
name of the party in the appropriate field. If more than one person with that name is in the database,
ECF returns a screen from which to select the correct name (Figure A). If you click on the name of
the party, ECF will open the query screen depicted in Figure B. If the individual is a party to more
than one case, ECF will open a screen listing all of the party’s cases. Click on the case number
hyperlink and ECF opens the query screen depicted in Figure B.

Figure A

Query . Reports . utilities . Logout

Select A Person

There were 2 matching persons.

Jackson, Dawid A (aty)

Jackson, Thomas Charles  (aty)
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After querying the database by case number, name, or nature of suit, ECF opens the
Query window for the specific case you selected. See Figure B.

You may also query a case by the nature of suit. You must enter a range for either the
filed date or the last entry date in order for the query to run. To search for all cases of a
certain type, use the date 1/1/1970 as the "beginning of time." When you run the query,
if there is more than one case that meet those criteria, you will get a screen similar to the
one in Figure A, but listing multiple case numbers.

Figure B

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Query
Alias
Associated Cases
Attorney
Case Summary
Deadline/Hearing
Docket Report
Filers
History/Documents

Party
Related Transactions

Status

At the top of the window, ECF displays the case number, parties to the case, presiding Judge, date
that the initial claim was filed, and date of last filing for the case. You may choose specific case
information from a large list of query options by clicking on the appropriate hyperlinked name on
the screen. The following paragraphs describe several of the available case-specific query options.

Attorney

Displays the names, addresses, and telephone numbers of the attorneys who represent
each of the parties to the case.
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Case Summary
Provides a summary of current case-specific information as represented below.

1-01-01465-JR HARRELL V. DISTRICT OF COLUMBIA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Case Summary

Office: Washington, DC Filed: 07/02/2001
Jury Demand: Both Demand:

Nature of Suit: 442 Jurisdiction: Federal Question
Cause: 28:1983 Civil Rights Disposition:

County: Terminated:

Origin: 1 Reopened:

Lead Case: None

Related Case(s): None

Flags: JURY, TYPE-H

Party 1: WAYNE HARRELL (pla)

Party 2: DISTRICT OF COLUMBIA (DFT)

Atty: Ruth Ann Lowery  Represents Party 1: pla Phone: (202) 789-6064

Fax: (202) 789-6190
E-mail:rlowery@bdlaw.com
Atty: David A. Jackson  Represents Party 2: dft Phone: (202) 724-6618

Deadlines/Hearings

Produces a screen that allows you to query the database by various means to obtain hearing
and other schedule deadlines. If you query as illustrated below, ECF opens the
Deadline/Hearings screen depicted on the next page.

Deadlines/Hearings
Sort @eﬂet ) j Cocument Mumber
Deadline/Hearing
| j Filed _
iDue/Set
I j Satisfied
Terminated

Fun Cluery | Clear |

After the window opens, if you click on a document number, ECF will display the actual
Scheduling Order for the conference or hearing.
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1-01-01463-JR HARFELL v DISTRICT OF COLUMBLA
James Eobertzon, presidng
Date filed: 07/02/2001 Date of last filing: 08/20/2001

Deadlines/Hearings
Doc. Deadline/Hearin Event Due/Set satisfied | Terminated
No. € Filed
7 QIurj,r Trial QEZ20/2001 (07082002
at 09:20 AN
7 @ Final Pretrial Conference |0S/20/2001 |06/2772002
at 04:50 PhA
7 @ Status Conference QE20/2001 01082002
at 04:=0 P
@ Meet & Confer Hearmng |07/21/2001 |08/08/2001 OEMma/2001
at 02:00 P
1 @ Answer due from DT OA022001 |07/23/2001 (0862001

If you click on the button to the left of the Deadline/Hearing title, ECF will display the
docket information and related docketing entries for the hearing that you selected.

Docket Report
When you select Docket Report, ECF opens the Docket Sheet screen as depicted below.
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Criminal

Docket Sheet

Case number |99-7"DD

" Entered to

Documents | to I

¥ Include terminated parties
™ Include links to Motice of Electronic Filing
¥ Include Caption

Sort by |Oldest date first =]

Run Report | Clear |

You may select a date range for your docketing report as well as a range of docketing
numbers. If you leave the range fields blank, ECF will default to print the entire docketing
report. Place a checkmark in the box to Include links to Notice of Electronic Filing if you
wish to view them from the docket sheet. After you have selected the parameters for your
report, click on the [Run Report] button. ECF will run your custom docketing report and
display it in a window as depicted below.
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EE F Civil + Criminal + Query -« Reports +« Utilities + Logout f

01/02/2003 13 | SECOND AMENDED COMPLATIT, with Exhibits, by DIANE JOT JENEINS -
amending [2-1] amended complant; jury demand aganst JOHN DEMPEETY,
CAROCL EWING, TAWES HATSTEAD, MARYT AN WARD, TERESA WOOD,
GEORGE LEWIS, RICHARD LEWTS, SUSANNE ADAMS (filed per doc. no.

12} (keayba mckenzne) (Entered: 01/06/2003) -

01/02f2003 14 | SUMBONS issued for STATE OF NC, THE, TRUSTEES OF SANDHITL,
JOHN DEMEZEY, CAROL EWING, TAWMES HATSTEAD, MART AN

WARD, TERESA WOOD, GEORGE LEWIS, RICHARD LEWIS, SUSANIE J
ATAMS (keayba mekenzie) (Entered: 01/04/2003)

01/08f2003 15 | MOTION for Summary Judgment by defendant STATE OF NC, THE (copy-original 1
filed in lead case 1:29CWVE664) (kelly welch) (Entered: 017142003 i
01/08/2003 15 | MOTION by STATE OF NC, THE for Distissal of Plantiff's Claims Against the

State, ot in the alternative to Drop the State of North Carolina as a Party Defendant.
{copy-ongmal fled m lead case 1.99CV664) (kelly welch) Modiied on 01/14/2003
{Entered: 01/14/2003) B

&] l_ l_ E |4 Internet i

The document numbers in the middle column are hyperlinks to PDF files of the actual
documents. Place your pointer on the button next to the document number and click to
display the Electronic Notification Report for the document.

History/Documents

This selection queries the database for case event history and documents associated with the
case. After you click on the History/Documents hyperlink, ECF opens the screen depicted
in Figure 24. You may select the sort order for the query report and choose to exhibit all
events or only those with documents attached. ECF also offers you the option to display the
docket text in the report.

Figure 24

EE F Ciwil . Query . Reports . Utilities

History/Documents

& All events (history)

" Only events with documents

<

Maost recent date first j
Oldest date first




After making your selections, click on the [Run Query] button. ECF queries the database
and builds your report. Figure 24A depicts a portion of a History/Documents report. This
particular report lists all of the events and documents associated with the case in reverse
chronological order. It also displays the docketing text for all docketed events.
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Figure 24A

1-01-01465-JR HARRELL v. DISTRICT OF COLUMBLA
James Robertson, presiding
Date filed: 07/02/2001 Date of last filing; 08/20/2001

History
E;::'\ Dates Description lz:r‘i:;:f: SEE;: o E:;k];;
& )Tifed.' 08/20/2001 Meet and Confer Statement tnisc 34
_— o 08/20/2001 st
Dockes: TO MEET AWD COMNFER STATEMENT. (Lowery, Ruth)
7 |Filsd: 082072001 | Scheduling Order order 36

Entered: 08/20/2001 sche

Dacket Text: SCHEDTLIN

EE: Final pretrial conference set for 6272002 at 4:30 PR jury trial set for WE/2002 at 330 AW, status conference set ||
for 1/8/2002 at 430 P Signed by

e James Robertson on August 20, 2001, (3T, )
Filed: order 27

08720200 Nset Deadlines
Enfered.: 08/20/2001 setddl

|1

Dacicet Text: SCHEDULING CORDEE: Final pretrial cmfor 62772002 at 4:30 P, jury trial set for 782002 at 930 AW, status conference set

- |Filad:
Enterad:

for 17872002 at 4:30 PML. Signed by Judge James Eobertson of st 20, 2001, (MT, )
heating 2

Q8/08/2001 Meet and Confer Heart
080872001 mechrg

Dacket Text: Minute Entry: Meet and Confer Hearing held en 882001 before Jm.mes Eobertson in chambers. (Mot reported) (mlp, )

- | Filed: 07731720071 | Calendar Entry utility 17
Enterad: 0713152001 calentry

Dacket Text: Calendar Entry, Jet/Reset Heanngs: Meet and Confer Hearmg set for 8/8/2001 02:00 P ore Judge JTames Robertson in chambers. (mlp, )

- Biled: 07/31/2001 |Set|"Reset Hearings | |utih:ty ‘18

You may view a PDF file of actual documents by clicking on the document number in the
far-left column of the onscreen report.
Other Queries

The process for selecting and running other queries in the Query feature of ECF is similar to
what has been described above.

Reports Feature

The Reports feature of ECF provides the user with several report options. After selecting the
Reports feature from the Blue menu bar, ECF opens the Reports screen depicted in Figure 25.
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Reports

CalendarEvents

Cases Filed
Docket Sheet

If you select Cases Filed or Docket Sheet from the screen depicted in Figure 25, ECF will ask

you to

login to PACER. You may view Court Calendar Events for a case without logging into

PACER.

Docket Sheet

Click on the Docket Sheet hyperlink in Figure 25 and ECF opens the PACER login
screen.

Enter your PACER login and password. Click on the [Login] button and ECF will open
the Docket Sheet report query window depicted below.

Criminal

Docket Sheet

Case number |99-7"DD

" Entered to

Documents | to |

¥ Include terminated parties
[T Include links to Motice of Electronic Filing
¥ Include Caption

Sort by |O|dest date first ~|

Run Report | Clear |

This is the same query window that ECF displayed when you selected Docket Report from
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the Query feature (Page 51). Enter the case number for your docket sheet in the Case
Number field. Select parameters for the remainder of the data entry fields and click on the
[Run Report] button. ECF will display a full docket sheet for the case you selected. See
the Query feature section of this manual for a depiction of a partial docket sheet report. If
you do not need a complete docket sheet, you can narrow the query using the date
filed/entered fields. ECF also offers various sorting options from the Docket Sheet query
screen.
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Civil Cases Report

The Civil Cases report provides you with the flexibility to query the ECF database to locate
cases electronically filed within a specific date range, or by Nature of Suit and Cause Code.
When you click on the Civil Cases hyperlink, ECF displays a query screen as depicted here.

Civil Cases Report

Office «| Case type ~| Nature | Case 4| Cause -
4 Lincoln Ciwil of suit |0 (zero) flags |2255MOTION O (Mo cause code entered)
7 North Platte = | Miscellaneaus - | 110 {Insurance) = AOFORM = 020431 (02:431 Fed. Election..) =
Filed [5/23/2002 to [10/23/2002
. . ¥ Open cases
Terminal digit(s) 1,47 ™ Closed cases
Sort by |Case Number =] | = 3|
Run Report Clear |

Note: If you are not logged into PACER, ECF will display the PACER login screen.
Login to PACER and ECF will open the Civil Cases Report screen.

Enter the range of case filing dates for your report and select a Nature of Suit or Cause Code,
if you wish to narrow your search. If you leave all fields blank, ECF will display a report for
all cases opened in ECF. This picture depicts part of a report of all cases filed in ECF at the
U.S. District Court from 9/23/2002 to 10/23/2002.

Civil Cases Report
Version 1 — U.S. District Court of Nebraska

Filed Report Period: 09/23/2002 - 10/23/2002

Case Number/ Datetiled) Date Closed/| Days

3 Reopened/ s
Title Added Reclosed [Pending

4:02-cw-03257 Filed: 09/23/2002 31 Clause: 28:1343 Vielaton of Crwil Rights
Anderson et al v. Gale NOS: Croll Rights: Voting

Qffice: 4 Lincoln

Fresider: Richard G, Kopf'

Referral: Dand L. Piester

Jury dermand: Mone

4.02-cw-03258 Filed- 09/23/2002 31 Clause: 28:2254 Petition for Writ of Habeas Corpus (State)
Lujan v. Eenney NOS: Habeas Corpus (General)

Qffice: 4 Lincoln

Presider: Lyle E. Strom

Reforral: Kathleen & Jaudzenus

Jury dermard.: Mone

Case Flags: HABEAS

4:02-cv-03259 Fsled: 09/23/2002 31 Causs: 26:7401 IES: Tax Liability
TSA v, Woolley NOS: Taxes

Office: 4 Lincoln

Fresider: Richard G. Eopl
Raferral: Dand L. Piester

Jury demard.: Mone

4:02-cw-03260 Filed: 09/24/2002 30 Clause: 42:2000e Job Discrimination (Employment)
Moore v. Lincoln NOS: Croil Rights: Other

Office: 4 Lincoln

Frasider: Warren K. Urbom

Raferral: David L. Piester

Jury demard: Plaintiff

Notes

The far-left column of the Cases Filed report contains hyperlinked case numbers. If you
click on a particular case number, ECF opens the Docket Sheet report window from
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which you can retrieve the docket sheet for the selected case. Follow the instructions in
the previous section for a Docket Sheet report.

Utilities Feature
The Utilities feature provides the means for registered users to maintain their account in ECF and to
view all of their ECF transactions.

Criminal

Utilities

Your Account
Mamtan Your Account
Wiew Your Transaction Log

Edit Data

MMiscellaneous
Legal Eesearch .

Mailings.

Wertfy a Document
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Your Account

This section of the Utilities feature provides you the capability to maintain certain aspects of
your ECF account with the Court and to view a log of all your transactions within ECF.

Maintain Your Account

Click on the Maintain_Your Account hyperlink to open the Maintain User
Account information screen.

Mamtain User Account

Last name |wes| First name |
Middle name I Generation I
Title | Type crt

Office [Uill E. Shorc

Address 1 |Techical Writer

Address 2 |
Address 3 [Room 2301

City | State | @ |
Country I— County I_L,
Phone [(20z) 354-3257 Fax |
BarId Bar status
Initials DOEB AO code End date
Email infarmation... | Ware user infarmation. . |
Submit | Clearl

This screen displays all of the registration information that is contained within the
ECF database for your account with the Court. This includes Bar Identification and
Bar status.
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Clicking on the [E-mail information] button opens the following screen.

E-mail information for wes

Primary e-mail address william shortfded.uscourts.gov =
| E

Send the notices specified helow
¥ to my primary e-mail address

[ to these additional addresses

B

|

 Send notices in cases in which I am involved

I Send notices in these additional cases AI

|
@ Send a notice for each filing
" Send a Daily Summary Report

. & htnl format for Netscape or ISP e-mail service
Format notices

© text format for cc:Mail, GroupWise, other e-mail service

Return to Account screen | Clear |

ECF will E-mail to parties their Notices of Electronic Filing based upon the
information entered in this screen. Perform the following steps to enter additional e-
mail addresses for individuals that you wish ECF to notify regarding new case
pleadings and documents.

e From the screen depicted in Figure 31A, enter a check mark by clicking on the
box to the left of the line, which reads “to these additional addresses”.

Enter the e-mail addresses of those individuals you wish to notify concerning ECF
activity. This data entry field has a capacity of 250 characters for approximately ten
E-mail addresses.
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Figure 31A

E-mail information for wes

Primary e-mail address [yi111am shorc@ded. uscourts. gov =
K| :

Send the notices specified helow
V' to my primary e-mail address

3 Dhn_dUE@ doebuckandfawn. com

@addiﬁonal addre?esi) mary smithfdoebuckandfawn. com
Eil

T

¥ Send notices in cases in which I am involved

I Send notices in these additional cases -

[ -|
& Send a notice for each filing
= Send a Daily Sununary Report

[

Return to Account screen | Clear |

# html format for Netscape or ISP e-mail service

= text format for ce:Mail, GroupWise, other e-mail service

e Stipulate the format of the ECF notices by selecting your choice from the bottom
of the screen.

e If you wish to enter completely new information about your account, use the
[Clear] button to clear the fields on this screen.

After updating your account information, click on the [Return to Account screen]
button to return to your Maintain User Account screen (Figure 30).

To edit or view login information about your account, select the button labeled More
User Information, from the Maintain User Account screen. ECF opens the screen
depicted in Figure 32.

Figure 32
MMore Eser Information for wes
Login Ishortw Lastlogin 08-31-2001 11:03
Password |“""‘”‘""““"‘r Cwrent login 09-04-2001 11.03
Prid 2231 Create date 08/02/2001
Registered IY_;, Update date 08/16/2001
Groups Quality Control
Return to Account screen | Clear |

This screen displays user login information and provides the means to change your
ECF password. Notice that ECF displays a string of asterisks in the Password field.
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To change your ECF password, place your cursor in the Password field and delete

the asterisks. Type in your new password. ECF displays the actual characters of
your new password as you type. When you have completed your interface with ECF
from this screen, click on the [Return to Account screen] button to reopen the
Maintain User Account screen. When you are satisfied that all of your account
information is accurate and up-to-date, click on the [Submit] button at the bottom of
the Maintain User Account screen to submit your changes to ECF. ECF will notify
you onscreen that your updates were accepted. If you changed passwords, you may
begin using the new password during your next ECF session.

View Your Transaction Log

From the Utilities screen, click on the [View your Transaction Log] button. ECF
opens a screen with two fields for entering the Date Selection Criteria for a
Transaction Log Report. Enter the date range for your report and click on the
[Submit] button. ECF displays a report of all your transactions in ECF within the
date range you specified for Date Selection Criteria. See Figure 33 for a sample

transaction log report.

Figure 33
Transaction Log
Report Period: 08/16/2001 - 09/04/2001
Id Date Case Numbher Text
" ) First MOTION for Permanent Injunction by ARLENE ACKERMAN. Responses due by 3/4/2001. Replies due by

3212 0812272001 154534 01-4011 91172001, (Attachments: # (1) Exhibit Test Document)(wes, )

3396 02272001 114412 01-4011 First MOTION for Preliminary Injunction by ARLENE ACKEERMAMN. Responses due by 830/2001. Replies due by
B/30/2001. (wes, )

3330 08/27/2001 120151 01-4011  RESPOMNSE in Oppositien re [2] filed by DETITRIA RICE. (wes, )

3331 08272001 120513 01-4011 ORDER temporarily granting botion for Prelminary Injunction [2] . Motion referred to fheakdf. Signed by Tudge
sullivan ernmett g on 08/28/01. (wes, )

3335 09272001 142352 01-4011 RESPQNSE t? Motion reI [2] Pre..fiminmy Injunction filed by DEWITRIA RICE. (Attachments: # (1) Exhibit Exhibits
are being held in the Clerk's office in paper format){wes, )

3336 02/27/2001 143043 01-4011 RESPONSE tg Motiop re[1] Perlmanem .Imjucﬁon filed by ARLENE ACKERMAN. (Attachments: # (1) Exhibit
exfubits are being held i the Clerk's office in paper)(wes, )
Second MOTION for Preliminary Injunction by plaintiff for defendent io cease and desist the assignment af

3337 08272001 154355 01-4011  plaintiff to cafeteria duty by ARLEINE ACEERMAIT. Responses due by 8/31/2001. Eeplies due by 8/31/2001.
(wes, )

e ) MOTION for Preliminary Injunction fo cease and desist from assigning plaintiff to work as a cqfeteria monitor by
3338 082772001 11842 01-4011 DEMITEIA RICE. Eesponzes due by B31/2001. Beplies due by 83172001, (wes, )
2339 022%/72001 10:1915  01.4011 Second MOTION for Preliminary Injunction fo cease and desist the assignmant af plainiiff to cafeteria manitar by

3431 09/04/2001 14:21:26
3431 0%/04/2001 14:21:27

Total Humber of Transactions: 11

DENITEIA RICE. Eesponses due by %10/2001. Replies due by 31472001, (wes, )
Updated person recerd: wes Prid: 2231
Updated user record: shortw 2231

Use this feature of ECF to review your transactions and to verify that:

. all of the transactions you entered are reflected in the Transaction Log

o no unauthorized individuals have entered transactions into ECF using your
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login name and password.

Miscellaneous
ECF provides three Miscellaneous functions within the Utilities feature of the system.

. Legal Research
o Mailings
. Verify a Document

When you click on the Legal Research hyperlink from the Miscellaneous screen, ECF
opens a new screen that contains hyperlinks to a Law Dictionary, a Medical Dictionary,
and Westlaw via the Internet. Select the Verify a Document hyperlink to open a query

screen and enter data in the screen fields to locate a particular document attached to a
specific case number. There is also a Mailings hyperlink that opens a new screen for
making or requesting mailings from ECF.

Logout

After you have completed all of your transactions for a particular session in ECF, you should
exit from the system.

EECF Civl +» Query +  Reports +  ltilities  »

Click on the Logout hyperlink from the ECF Blue menu bar. ECF will log you out of the system
and return you to the ECF login screen as depicted in Figure 4 of this manual.

Special Procedures

1. Removals
When removing a case from state court, you should:

a. Scan any state court documents being filed that do not exist in electronic format
and with a maximum size of 45 pages. Documents larger than that shall be
broken down into sub-parts. Each document should be scanned separately. Any
state court document which is 45 pages or longer and which would have to be
scanned should be treated as a lengthy exhibit.

b. Submit to the clerk a CD or diskette containing PDF versions of the notice of
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removal, civil cover sheet, and state court documents. The notice and each state
court document must be a separate PDF.

C. Also provide the clerk with a paper copy of the notice of removal, civil cover
sheet, and any state court documents filed.

2. Return of Service

When an executed summons or waiver of service is docketed, CM/ECF will
automatically enter the date an answer is due based upon the date service was made using
default settings of 20 or 60 days. If the case is one where a different amount of time in
which to answer is permitted by statute, rule or court order, the date set by CM/ECF may
not be accurate. If the date of service is not entered correctly, the date set by CM/ECF
will not be accurate. It is the date an answer is due under a statue, rule or order that
controls. Reliance upon the date set by the system does not excuse a late filing.

The following variations to the basis steps of electronic filing will occur when you are
filing an executed return of service:

A return of service should be filed by counsel, not submitted directly to the Court
by a private process server. The only occasion when a return is filed directly with
the Court is if the U.S. Marshal was directed to make service.

A return of service is almost always in paper format and will need to be scanned.
It is the responsibility of the filing party to maintain the original paper version at
least until the conclusion of any appeal or expiration of the time for filing an
appeal. The original paper version must be made available for inspection at the
request of the Court or any other party.

If you are filing a return for a party who was served with a 20-day summons,
choose “summons returned executed” from the drop down menu. If you are filing
a return for a party who was served with a 60-day summons, choose “summons
returned executed as to USA” from the drop down menu.

After selecting the party on whose behalf you are filing, you will be prompted to
select the party who was served.

You should not enter the date the answer is due. Click on Next and proceed as
you would to file any other document.
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Civil Criminal + Query - Reports

Service of Process:
TAYLOR v. ROSE FURMNITURE CO__ et al

select the filer.
Select the Party:

KESTER, ROBERT L. [Defendant] AddiCreate New Party
KESTER, WWILLIAM %, [Defendant]

ROSE FURNITURE COMPANY, [Defendant]

TAYLOR, ROSE MARY [Plaintiff]

Mext | Clear |

You will be prompted to enter date of service.
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Civil Criminal + Query - Reports

Service of Process:
TAYLOR v. ROSE FURMNITURE CO__ et al

select the filer.
Select the Party:

KESTER, ROBERT L. [Defendant] AddiCreate New Party
KESTER, WWILLIAM %, [Defendant]

ROSE FURNITURE COMPANY, [Defendant]

TAYLOR, ROSE MARY [Plaintiff]

Mext | Clear |

3. Answers

If you are a registered CM/ECF user, you may electronically file an answer in a civil case
that is subject to electronic filing. If you are not yet a registered user, you may file an
answer by submitting a PDF version of the answer on either a 3-% diskette or CD to the
Clerk. To electronically file an answer follow the steps below.

Step 1: Log into the CM/ECF system and click on Civil on the main menu bar.

Step 2: The system will display the Civil Events screen. Click on Answers to
Complaints.

Step 3: You will be prompted to enter the case number of the case in which the answer is
to be filed. After entering the number click Next.

Step 4: The system will display the select filer screen.
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EE F Civil Criminal + Query -« Reports « utilities  « Logout

Answers to Complaints
TAYLOR v ROSE FURNTURE COr et &l

Select the filer.

Select the Party:

KESTER, ROEERT L. [Defendant Add/Create Mew Party
KESTER, WWILLIAM . [Defendant]

ROSE FURNITURE COMPANY, [Defendant]

TAYLOR, ROSE MARY [Plaintiff]

M Clear |

Click on the name of the party on whose behalf you are filing the answer. If you are
filing on behalf of more than one party, you may select multiple parties by holding down
the control (Ctrl) button while clicking on the parties. Once the party or parties has been
selected, click on Next.

Step 5: If this is the first document you have filed in the case, you will be prompted to
electronically enter your appearance via the create attorney/party association screen.

The screen displays the names of all parties on whose behalf you indicated you were
filing the answer. To enter your appearance, click on the boxes in front of the name(s) of
the party(ies) you are representing and then click Next. Note: You cannot enter the
appearance of an attorney other than the one whose login and password are being used.

If a party is represented by more than one attorney who is a registered ECF user, the
appearance of the additional attorney should be entered after the answer has been filed by
the additional attorney logging into the system and electronically filing a notice of
appearance.

Step 6: The system will display the complaint selection screen. This screen lists the

docket entries for all complaints, counterclaims, cross-claims and third party complaints
for which an answer is still due.
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Click the check box next to the pleading that you are answering, then click
Next.

Step 7: The system will display the select document screen. Select your PDF answer as
detailed supra and click Next.

Step 8: The system will prompt you to indicate whether the answer includes a
counterclaim, cross-claim, or third party complaint. It will show you whether any other
party(ies) has requested a jury trial. If you wish to request a jury trial, you may do so in
Step 11.

EE F Civil -+ Criminal + Query = Reports

Answers to Complaints
TAYLOR v ROSE FURNITURE CO , et al

™ Does this filing include a counterclaim ? (If ves, click on the box)

™ Does this filing include a cross-claim 7 (If ves, click on the box)

™ Does this filing include a third-party complaint? (If yes, click on the box)
“urrent Jury Demand wvalue is highlighted on a subsegquent screen.

I the highlighted value is correct, do NOT change it.

FIf ONLY PLAINTIFF has demanded jury, value should he p (Plaintiff)

FIfONLY DEFENDANT has demanded jury, value should be d (Defendant)
FIf BOTH sides have demanded jury, value should he h {Both)

Mext | Clear |

If your answer includes a counterclaim, cross-claim, or third party complaint, click on the
appropriate check box(es). If the answer does not include any of these, leave the check
boxes blank. Then click Next.

Step 9: If you checked that you are filing a counterclaim, cross-claim, or third party
complaint, you will be prompted to select the party against whom you are filing.
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Civil - Criminal + Query = Reports

Answers to Complaints
TAYLOR v. ROSE FURNITURE CO, et al

Third Party Complaint

select from the following list the party(s) against whom vou are filing this Third-Party Complaint.

select the Party: OR select a Group:
KESTER, ROBERT L. [Defendant] AddiCreate Mew Party
KESTER, WILLIAM V. [Defendant] & o Group
ROSE FURNITURE COMPANY , [Defendant]
TAYLOR, ROSE MARY [Plaintif] ' All Defendants
A1l Plaintiffs
" All Parties
Mext | Clear |

If you are filing against a party already in the case, select the party from the list and click
Next. If the party is not on the list, click on Add/Create New Party.

Step 10: When creating a new party you will first be prompted to search the system for
the party. Note: A party not already in your case may be in the system because they were
a party to an earlier action.

EE F Civil - Criminal + Query - Reports

~search for a party

Last/Business name I

Search | Clearl
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If the party is a person, type in his or her last name. If it is a business or other entity type
in the name.

Helpful Hint: You do not have to enter a full name. Typing the first few letters will
bring up a list of all names in the system that begins with those letters.

If the name you typed in matches any names in the system, the next screen will display a
list of the names that match.

EE F Civil - Criminal + Query -« Reports

search for a party

Last/Business name ||

Search | Clearl

Party search results

LAME COMPARNY, x|
LAME COMPANY, INCORPORATED, THE,

LAME CONSTRUCTION CORPORATION, THE,

LAME PROCESSING TRUST,

LAME TOOL AND MANUFACTURING CORPORATION, —
LAMELY, hd

oelect name fram list Create new party |

If the name of the party you wish to add is on the list, click on their name to highlight it
and then click on Select name from list.

If after searching for a party the system finds no matches or no one on the list matches
the party you wish to add, click on Create new party. This will bring up the party
information screen.
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Criminal Reports

arty Information
Last name |Lane First name |
Middle name | {Generation I— Title |
Role |Defendant (dit: pty) j Pro se IE,
Prisoner Id | Office |
Unit | Address 1 |
Address 2 | Address 3 |

City | State | Zip |

An Internal Error has occurred

Coumnty Elézsri;r;"r code 18 26, for Coumtry I—
0
Phone | Fax |
E-mail |
Party text |

start date |1 21712004

Subrmit | Cancel | Clearl

The system will automatically fill in the last name field with the name for which you
searched. If the party is a person, fill in his or her first name. If the party is a business,
agency or other entity, do not fill a first name. Put the full name of the business or other
entity in the last name field. Do not fill in an address, phone number or e-mail address
for any party.

As a default setting, the system lists the role of a new party as defendant. If this is not
correct, click on the down arrow at the right of the role box. This will bring up a drop
down list of the various party types.

Scroll through the list until you find the correct party type and click on it.
Then click Submit.

You will then be returned to the select party screen.
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Civil -+ Criminal + Query = Reports

Answers to Complaints
TAYLOR v. ROSE FURNITURE CO ., et al

Chird Party Complaint

ielect from the following list the party(s) against whom vou are filing this Third-Party Complaint.

select the Party: OR select a Group:
KESTER ROBERT L. [Defendant] AddiCreate Mew Party
KESTER, WILLIAM % [Defendant] & Mo Group
ROSE FURNITURE COMPANY, [Defendant]
TAYLOR, ROSE MARY [Plaintif] " All Defendants
A1l Plaintiffs
" All Parties

M Clear |

Select the party against whom you are filing by clicking on their name.
Then click Next.

Step 11: You now have the opportunity to update the jury demand information.

EE F Civil » Criminal + Query -« Reports  + Utilities

Answers to Complaints
1.04-cv-00450-FWE TAYLOR v. ROSE FURNITURE CO., et al

Update Jury Demand

Jury Demand [{igET0i

[ et Clear
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If the information in the Jury Demand box is correct, click on Next. If it needs to be
updated because you are requesting a jury trial, click on the arrow at the right of the Jury
Demand box and pick an option from the drop down menu. Then click Next.

You will be asked if our answer includes a jury demand, and if so, to type in “Jury
Demand.”

EE F Civil » Criminal + Query -« Reports

Answers to Complaints
TAYLORE v. ROSE FURNTURE CO., et al

[f this Answer includes a jury demand, type jd in box ||

Mext | Clear |

Step 12: The system will display the text of the docket entry that will be made.
Modify the text “with jury demand.” When the docket entry is in final form, click Next.

Step 13: The system now displays the final warning screen. If you are satisfied with the
entry click Next.

Step 14: If you added a party for whom a summons must be issued, do not electronically
file the summons. Send a paper copy of the summons to the Clerk, along with a copy of
the notice of electronic filing for the document that must be served, and a request for
issuance of the summons. The Clerk will issue the summons, scan it, file an electronic
copy, and return the paper copy to you for service.

4. Cross-claims, Counterclaims, and Third Party Complaints

The system allows for the filing of cross-claims, counterclaims, and third party
complaints as separate documents. To file these documents, follow the general
instructions in section 3 and if you are adding another party, the instructions for adding
parties in add/create a new party (pg. 42).

5. Disclosure of Corporate Interest
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To file a Disclosure of Corporate Interest, click on Other Documents, and choose
Disclosure of Corporate Interest from the drop down menu. You will have the
opportunity to add language after you attach your disclosure.

6. Motions

To file a motion follow the general filing instructions in section I1l. You may only file a
multi-part motion for a motion to dismiss or in the alternative motion for summary
judgment. This is accomplished by holding down the control (Ctrl) key while selecting

the names of more than one motion from the drop down menu.

Exhibits, motions/documents needing permission of the Court for filing and proposed
orders should be filed as attachments to the motion

7. Motion for Leave to Amend

When filing a motion for leave to file an amended pleading, the proposed amended
pleading should be electronically filed as an attachment to the motion for leave to file
amended pleading. You should file the amended pleading in the system upon notice from
the court that the motion was granted.

8. Exhibits

Exhibits should be filed as attachments to the document to which they relate. See
Section K of the Electronic Case Filing Administrative Policies and Procedures for
information on filing attachments. Each exhibit should be a separate attachment in PDF
format. An exhibit that exists only in paper format should be scanned. The 45-page limit
is per exhibit, it is not cumulative. Larger documents should be broken into sub-parts.
For example, Exhibit 7 Part 1, Exhibit 7 Part 2, Exhibit 7 Part 3, etc.

If you are filing a transcript as an exhibit and have an ASCII version, you can convert it
to PDF by opening it using your word processing program, and then converting it to PDF
using whichever method you normally use.

9. Proposed Orders

If you are submitting a proposed order along with a motion, the proposed order should be
emailed to the appropriate District Judge or Magistrate Judge. Please see the Electronic
Case Filing Administrative Policies and Procedures Manual for details. It is very
important that the proposed order be a separate Word Perfect document. If you are
submitting a proposed order without a motion, for example a joint proposed
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confidentiality order, from the Main Civil menu choose Notices, and click on Notice
(other) on the drop down menu.

10. Responses and Replies
To file a response to a motion or a reply to a response, follow the general filing

instructions in filing documents choosing Responses and Replies from the main civil
menu.

After you select your document, the system will show a list of all pending motions and
prompt you to check which motion(s) your response or reply relates to. Click on the
applicable box(es) and continue as your would for filing any document.

11. Certificate of Service

When you are required by statue, federal or local rule to serve a document, other than
original process, on a party who is not a registered CM/ECF user, you are required to
serve it in accordance with Fed. R. Civ. P. 5, and to electronically file a certificate of
service with the Court. The certificate of service may be filed as a part of the document
or as a separate document.
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a. As a Part of the Document

Before converting your document to PDF and filing it electronically, check to see
which parties will not be electronically noticed. Click on Utilities, Mailing Info
for a Case, and enter your case number. The system will show who will be
electronically noticed and who will not. You can copy and past the names of the
parties who will be electronically noticed to a label maker.

Add a traditional certificate of service to your document, stating specifically
whom copies were mailed to (or served by other means). It is not sufficient to
state that copies will be mailed to any party not electronically noticed. Then file
your document as outlined in Section E of the Electronic Case Filing
Administrative Policies and Procedures Manual.

b. As a Separate Document

If you do not know that a party will not be electronically noticed until after you
file your document and see the notice of electronic filing, you can create and file a
separate notice of service. A sample certificate service is contained in the
Electronic Case Filing Administrative Policies and Procedures Manual forms’
section.

Create a certificate of service in your word processing program and convert it to
PDF. To file the certificate of service, click on Civil, Service of Process, and
choose Certificate of Service from the drop down menu.

12. Appeals
a. Filing

A notice of appeal should be filed electronically as is outlined in Filing Documents for
Civil Cases at page 15 and for Criminal Cases at page 28. It is not necessary to provide
the court with paper copies of the notice for service on the parties. The electronic notice
constitutes the copy the clerk is required to serve under Fed. R. App. P. 3(d).

b. Fees

If you are filing a motion for leave to appeal in forma pauperis, it should be
electronically filed immediately after filing the notice of appeal. If you are paying the
fee, it must be remitted to the Clerk within 24 hours (excluding weekends, holidays, and
days the court is closed) of filing the notice of appeal.

C. Briefs

If you are appealing to the United States Court of Appeals for the Fourth Circuit or to the
Federal Circuit, do not electronically file copies of your brief with this court. Briefs may
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be electronically filed with this court only in cases where the appeal is to a district judge.
13. Sealed Documents

Do not electronically file documents which have been sealed or which you are requesting
to be sealed. Please see the appropriate section in the Electronic Case Filing
Administrative Policies and Procedures Manual.

a. Entire Documents

If an entire document is to be filed under seal (for example, a response to a motion),
electronically file a Notice of Manual Filing stating what is being manually filed (Form
C in our Electronic Case Filing Administrative Policies and Procedures Manual.)

b. Procedures Applicable to All Sealed Documents

Within 24 hours (not counting intervening weekends, holidays, and days the court is
closed), you must file and serve the sealed document in paper format along with a
traditional certificate of service, copies of the Notice of Manual Filing, and Notice of
Electronic Filing (NEF). For purposes of computing deadlines and time limits, the
sealed document must be received by the Clerk’s Office by the due date to be timely
filed (including any attachments.) Therefore it must be received in the Clerk’s Office
by the due date to be timely filed. This includes any attachments.

If the court has not previously directed that the document be filed under seal, you may
electronically file your request that the document be placed under seal immediately
before filing the document. The document which you are requesting be sealed should be
filed using the procedures for filing a sealed document. The document will be
temporarily placed under seal until a ruling is made on the request to seal.

If the court has previously ordered that the document(s) be filed under seal, you should
electronically file a Notice of Manual Filing. File the original document(s) with the
Clerk, along with a copy of the Notice of Manual Filing and Notice of Electronic Filing
(NEF). Include one working copy of the document(s), Notice of Manual Filing, and
Notice of Electronic Filing for the presiding judge.

14. Ex Parte Matters

Unless you are the only party in a case who is a registered CM/ECF user, you cannot file
a document ex parte using the system because of the electronic notification feature. Any
time a document is filed, regardless of whether it is filed electronically, on paper, or
under seal, notification is sent to all parties who are registered users. If you have been
directed to file something ex parte or wish to request permission to do so, you should
follow the directions in the Electronic Case Filing Administrative Policies and
Procedures Manual.

15. Registration of Foreign Judgment
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When registering a foreign judgment, you should scan the certified judgment. AO

form 451 and any other documents from the sending court and submit them on diskette or
CD. Also submit one paper copy of the documents. Counsel is responsible for
maintaining and producing for inspection by the court or any party, the original
documents until the latter of the judgment expiring or the conclusion of any appellate
proceedings relating to collection efforts in this district. The filing fee must be received
before the judgment can be registered.

16. Certified, Notarized and Documents Authenticated by Other Means

Documents, which are certified, notarized or authenticated by other means, should be
scanned and filed electronically if they are less than 45 pages in length. The filer is
responsible for maintaining the original and making it available for inspection upon
request by the court or another party. The filer shall retain the original document until
two (2) years after the expiration of the time for filing a timely appeal of a final judgment
or decree, or after receipt by the Clerk of Court an order terminating the action on appeal.
If the document is 45 pages or longer, you should file the original into subparts following
the procedures for filing a lengthy exhibit.

17. Orders
A. Entry

Electronic filing by the court or court personnel of any orders, decrees, judgments
or proceedings of the court shall constitute entry on the docket as well as notice to
and service on registered users in the case, under the Federal Rules of Civil
Procedure.

B. Signatures

Any order filed electronically without the original signature of a judge has the
same force and effect as if the judge had affixed his or her signature to a paper
copy of the order and it had been entered on the docket in a conventional manner.

C. Electronic Marginal (Paperless) Orders

At his or her discretion, a judge may rule upon a motion by having a text only
entry made on the docket. There will be no PDF document attached to the entry.
The system will however, generate a notice of the entry. Such entries shall have
the same force and effect as any other type of order. You will receive electronic
notice of the filing of the order however; the notice will not have a link to a
document.

18. Troubleshooting
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A Cannot View Document Using Link in E-mail Notification
1. System Prompts to Enter PACER Login and Password

Each e-mail notification that a document has been filed electronically
contains a link to the document which you may use one time to view,
download and/or print the document without charge. If when you click on
that link you are prompted to enter your login and password it means that
according to the system you have already had your one time “free look”.
Certain things will make the system act as if you have accessed the
document when in fact, you have not. To avoid this problem, do not
forward an e-mail notification to another e-mail address, and do not open
the e-mail and close it without using the link to view, download or print
the document. To help ensure that you do not accidentally miss your free
look (expires 15 days after filing), it is suggested that you add a second e-
mail address to your account. Each address will have the opportunity for
one free look at the document. See Your Account under Utilities
Feature for instructions on adding additional e-mail addresses.

2. The Link to the Document Does Not Work

Frequently you will receive e-mail notification of docket activity, but will
be unable to link to a document. The most common reason for this is that
there is no electronic document. Many docket entries are made by the
Court without either a paper or electronic document. Such entries include
ones related to court proceedings, entries made to update case or party
information, and marginal or paperless orders by a judge. Also, because
the e-mail notification is linked to the case management software, e-mail
notifications are sent in cases that are exempt from electronic filing.
There is no link to the document because it was filed in paper format.

B. System Will Not Allow You to Attach a Document

Occasionally you will try to attach a document, but when you click on Next, you
will receive the message: ERROR: Document is not a well-formed PDF
document. This means the system is not recognizing your document as a PDF.
First, check to make sure that you did not accidentally attach a document in
another format. Second, review your document to make sure it does not contain
any hyperlinks. For security reasons, the will not accept documents with
hyperlinks. Third, try going back to your word processing version of the
document, convert it again, save with a new name and attempt to file it. If this
doesn’t work, the problem is most likely with your software and you will need to
contact your technical support or the software company. If you cannot resolve the
problem before a filing deadline, you may want to print the document from your
word processing program and scan it. You also may bring a diskette with the
document on it in Word or WordPerfect format to the Court, convert it to PDF on
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one of the public terminals in the Clerk’s Office, and file it from there.
C. Menu Options are Missing or Appear Different

Sometimes computers retain memory of prior logins and will display old screens
when you enter your login and password. To clear out old information from your
browser:

1. Netscape 4.7

On your browser’s menu bar, click on Edit, then Preferences. On the left
side of the pop-up window, double click on Advanced. Then click on
Cache. On the right side of the pop-up window, click on Clear Memory
Cache and then OK. Then click on Clear Disk Cache and then OK. Close
your browser. Reopen it and log into the CM/ECF system.

2. Internet Explorer 6.0

On your browser’s menu bar, click on Tools, the Internet Options. Go to the General tab.
Click on Delete Cookies and OK, then click on Delete Files, check the box for Delete all
offline content, then click OK, and then Clear History. Close your browser. Reopen it and
log into the CM/ECF system.

Help Desk

The Clerk’s Office shall deem the Court’s CM/ECF site to be subject to a technical failure on a
given day if the site is unable to accept filings continuously or intermittently over the course of
any period of time greater than one hour after 10:00 a.m. Eastern Time that day. Known systems
outages will be posted on the Court’s web page, if possible. The initial point of contact for any
practitioner experiencing difficulty filing a document electronically should be the ECF Help
Desk. The telephone numbers are:

Civil 336-332-6020

Criminal 336-332-6030
Toll free 1-800-659-2212

See Electronic Case Filing Administrative Policies and Procedures Manual, Section P, for further
details.
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